




















The Norwich & Westerly Traction Company 


Rules and Regulations for the Guidance of 
Conductors and Motormen and Other Employees 


‘ Introduction : 


TO ALL EMPLOYEES CONCERNED 

The following Rules and Regulations, adopted for 
the government and inforniation of employees on 
roads operated by this Company, are now, 1n force 
and replace conflicting rules heretofore in force. 

In addition to these Rules, General Orders will 
be issued and posted on the Car House “Bulletin 
Boards,” and whether in conflict with these rules 
or not, shall be fully observed so long as they re- 
main in force. All orders, rules, bulletins and notices 
will remain in force until annulled or changed. 

If in doubt as to the meaning of any rule or order, 
application must ‘be made at once to the proper 
authority for explanation. 

Violation of rules, orders, bulletins or notices will 
be deemed sufficient cause for suspension or dismissal. 

All employees will be considered as in line for 
promotion, depending upon their faithful discharge 
of duty and capacity for inereased responsibility. 

All employees entering or remaining in the service 
of this Company are required to 


“4. Familiarize themselves with all rules and 
orders. 

2. Obey these rules and orders. 

3. Use their own best judgment in cases that 
instructions do not cover. 

4. ‘Avoid accidents. Always take the safe course 
in case of doubt. 


5. Treat the public with politeness and courtesy 
at all times. 
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GENERAL RULES 





1. Appointment 


Employees when first appointed will be assigned 
a place to be rated and receive work in regular odes 
according to date of appointment. 


2. Knowledge of Rules 


Employees must: have a copy of these rules with 
them at all times when on duty, and will be required 
to keep themselves thoroughly informed as to its 
contents, together with all orders, notices and bulle- 
tins. Conductors and Motormen must examine 
Bulletin Boards at least once each day. Ignorance 
of the rules or orders will not be accepted as an 
excuse for non-compliance with same. 


3. Report for Duty 


Regular Conductors and Motormen must report 
for duty five (5) minutes before leaving time for 
their first trip, or if unable to so report, must give 
notice at least thirty minutes before such time. 

Extra men must report at such time as ordered, or, 
if unable, must give notice at least thirty (30) min- 
utes before such tiie. 

Employees must not absent themselves from duty 
without permission. 

There will be posted at the car houses, special 
notices to Conductors and Motormen. When an 
employee’s badge number appears on this list he 


must call at the Superintendent’s office as soon as 


possible, 
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4. Personal Appearance 


Conductors and Motormen must report for duty 
clothed in full regulation uniform and must be clean ~ 
and neat in appearance. | 

In case any badge should be lost such fact must 
be reported to the Superintendent without delay. 


5. Personal Habits: 

The following acts are prohibited :— 

(a) Drinking intoxicating liquors while on duty 
or to excess at any time. 

(b) Entering or ‘frequenting, while on duty or in 
uniform, places where intoxicating liquor is sold as 
a beverage. 

(c) Carrying intoxicating drink while on duty or 
on the Company’s premises at any time. 

(d) Habitual gambling, gambling in any form 
while on the Company’s premises, or frequenting 
places where gambling is carried on. > 

(e) Using tobacco in any form while on duty. 

({) Reading books or newspapers while on duty. 

(g) Sitting down or unnecessarily riding inside 
cars while on duty. 


6. Politeness 


Conductors and Motormen must treat all passen- 
gers with politeness, avoid difficulty and exercise 
patience, forbearance and self-control under all con- 
ditions. They must not make threatening gestures, 
or use loud, uncivil or profane language, even under 
the greatest provocation, | 


7. Cars on Foreign Lines 
Car crews when running on other than their own 
division will be under the jurisdiction of the Superin- 
tendent, Starters or other operating officials having — 
jurisdiction over the division on whose track they 
are at the time operating, 


8. Responsibility 

(a) Charge of Car. The Conductor is in charge 
of the car while it is on the road, and Motorman 
must obey his orders as far as it is reasonable and 
consistent with the rules, 

Both Conductors and Motormen will be held re- 
sponsible for violation of rules ‘by either, unless they 
promptly report same to the proper officers. 

Crews of cars are responsible for the safe opera- 
tion of same. 

Crews operating express, freight and work cars and 
work trains are responsible for the handling and 
makeup of same, and other employees on such 
cars and trains are subject to the orders of the 
Motorman in charge thereof. 

(b) Run on Time. Both Conductor and Motor- 
man are responsible for the operation of their car on 
schedule time and must pass time points and leave 
terminals promptly unless unavoidably delayed. 


Both members of each crew must be provided with 
watches keeping standard time. 

(c) Leaving Car. Cars in commission must not 
be left unprotected; cither Conductor or Motorman 
always remaining on car, excepting as provided for 
in these rules. 
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If necéssary for either Conductor or Motorman 
to leave car before reaching its destination, he must 
notify the other to protect passengers and car. 

Should passengers board car during the absence of 
Conductor, Motorman will notify Conductor on his 


return of the number and location of such passengers. ' 


Motorman must never leave car for any punpose 
without taking controller handle and applying brakes. 
On air brake cars ‘hand brakes must also be applied 
if car is standing on a grade, or if the Motorman is 
obliged to go more than fifty (50) feet from the car, 


(d) Headlights. Motormen are held responsible 
for headlights and must see that after dark when the 
car is in operation, front headlight is burning bright- 
ly. ‘Conductor must see that the headlight on the 
rear end is out, except ‘when weather conditions 
require otherwise. 

Motormen must turn off the are headlight when 
approaching any car or vehicle proceeding in the 
opposite direction or person waiting to board car at 
a regular stopping point. 

If necessary in order to avoid an accident, Motor- 
man must bring his car to a full stop while his arc 
headlight is turned off. 


When operating with an imperfect or dim head- 
light run car slowly and under perfect control. 


(e) Fenders. Motormen are held responsible for 
fenders and must see that when car is in operation 


‘front and back fenders are in proper position. 


Before taking car on to the street from car house 
or other storage point, Motorman must trip both 
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fenders'or wheel guards, if there is room, to ascer- 
tain if fthey, ‘are working properly. Jf there is not 
room t6 trip the rear fender or wheel guard it must 
be tripped at the end of the line. If fenders or wheel 


- guards do not trip properly the same must be re- 


ported immediately to ‘Starter or foreman. 


(f{) Signs. Conductor and Motorman will be held 
responsible for route signs on their operating end of 
the car. Conductors will be held responsible for 
revolving or illuminated signs. 


(g) Running Boards on Double Truck Cars. On 
double truck open cars, Conductors will be theld re- 
sponsible for proper adjustment of folding running 
boards on both sides of car. Motormen are to assist 
Conductors in raising and lowering the running 
boards. Running boards must be handled as quietly 
as possible. 


In changing ends on cars equipped with folding - 


running boards, running boards must not be raised 
until side ‘bars are lowered and the side bars on the 
other side of car must not be raised until the running 
boards on that side of car have been lowered. 


(h) Safety Chains, Gates, Doors. Motormen 
and ‘Conductors will be held responsible: for the 


safety chains, gates and doors on their respective 


ends of cars. 


(i) Reliefs. Reliefs must be made promptly. Iif 
reliefs fail to appear, crew in charge of ear is still 
responsible for the operation and schedule of this 
car until another relief is obtained. 
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9. Stopping for Passengers 

Both Conductors ‘and Motormen will be held re- 
sponsible for leaving people, especially those emerg- 
ing from churches, theatres, and other public places. 
Car is to ‘be brought to a full stop for every person 
waiting to board car at regular stopping place, ex- 
cept a car on short headway that is overcrowded and 
has another following. Passengers should then be 
requested to take the following car. Look out for 
passengers in all directions, especially for those who 
may be coming from the rear or other side of passing 
ears. 


_'10, Connection at Transfer Points 


‘Motormen and ‘Conductors will be held equally re- 
sponsible for leaving a transifer point so quickly as 
o prevent the transfer of passengers from an ap- 


roachinggar on a connecting line. 
1. Telephone and Other Orders for the Movement 
: of Cars 


Telephone orders concerning the movement of 
ars received by a Conductor must be repeated to his 
fotorman, who shall repeat the order to the Des- 
atcher and remain at the telephone until told “AI 
ight” by the Despatcher. If telephone provided by 
ie Company is out of order or such a telephone is 
it available, Conductor shall endeavor to call Des- 
itcher from the nearest pay station or private tele- 
hone, If it is necessary to use a pay station or 
ivate telephone Conductor receiving the orders 
all write same down and read same to the Des- 
tcher and shall not leave the telephone until told 
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- “Al) right” by the Despatcher. Conductor shall give 
oi such written order to the Motorman, who shall retain 
same, and need not repeat such order to the Des- 
patcher. 

Conductors upon application at the office will ‘be 
reimbursed for the cost of telephoning from pay 
stations or private telephones. 

Orders for the movement of cars given by Starters 
and Inspectors shall be given to both the Motorman 
and the Conductor. 

























12. Cars on Single Track Lines 


The word “crew” is used in this rule to mean both 
Motorman and Conductor in charge of a car, and if 
there be no ‘Conductor, the Motorman and the em- 
ployee, qualified on operating rules, in charge of the 
rear end of the Car. ‘Any notification between crews 
must be made Motorman to Motorman and Con- 
ductor to Conductor. 

(a) Passing on Turnouts. Conductors and Motor- 
men on lines with fixed meeting points must never 
leave fixed meeting points where they are due to pass 
a car until that car has passed, unless instructed to 
do so by the proper official. Crews must never mak 
arrangements for passing opposite cars without re 
ceiving instructions from the despatcher or othe 
proper official. ‘This applies not only to passenge 
cars but to all classes of equipment, including freight 
express, line, sand, salt and work cars and snov 


equipment. , 
(b) ‘Motormen and Conductors will be held equa 


ly responsible for running switches. 


8 








A Motorman upon meeting the car he is scheduled 
to pass before running off turnout or double track 
onto single track shall give two taps upon his Con- 
ductor’s overhead rear bell and bring his car to a full 
stop. The car met shall also come to a full stop. 
After ‘Conductor has made certain that the car met is ~ 
the one he is scheduled to pass ‘before running onto 


single track, he shall give his Motorman two bells 
to proceed. 


(c) When any car arrives at a regular passing 
point on single track or at the end of double: track 
and car running in the opposite direction is not in 
sight, Conductor must call up the office for orders, 
as per Rule No. 11. 


(d) When the Motorman of a car desires to fol- 
low another car on single track such Motorman must 
notify his ‘Conductor and must also notify the Motor- 
man of the car he desires to follow, how far he will 
run with him. 


(e) ‘The Conductor so notified must also notify 
the ‘Conductor of the car to be followed how far he 
will run with him. 


(f) The Motorman notified that a car will follow 
him on single track must display a green flag by day 


and a green light by night in the front left hand 
‘socket. 


(zg) No Motorman shall arrange to carry a flag 
for a car following beyond the point at which he 
expects to leave the line upon which the car follow- 
ing him intends to run. 








(h) The crew of the first car displaying a green 
| flag or green light as above, on leaving single track 
and on meeting a car that is to run onto the single 
track just left, must come to a full stop and notify 
the crew of stich car that there are cars following. 


(i) The green flag or green light is not to be 
taken in until the crew of the car carrying the same 
has stopped and notified the crew of the first car met 
(running in the opposite direction) AT OR BE- 
YOND THE POINT TO WHICH THEY WERE 4 | 
REQUESTED TO CARRY FLAG OR LIGHT and 
which car met is to enter the single track block that 
the car carrying the flag or light has passed through, 
that there are “Cars Following.” 


(j) The crew of the last of two or more cars | 
proceeding as above, upon meeting the first car | 
which is to run onto the single track which they 
have just left, must come to a full stop and notify 
the crew of such car that their car is the last car. 

(k) The Motorman of a car proceeding towards 
a single track block must be on the lookout for 
green signal flags or lights so that he may bring his 
car to a full stop to allow the above rules to be. 
complied with. 


(1) Green flags are to be displayed between the 
hours of sunrise and sunset, except when weather 
conditions make the use of lights necessary. At all 
other times green lights must be displayed for cars 
following. 

(m) Motormen must always have on their cars 
ereen flag and green light on lines on which they are | 
used. 
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(n) ‘The crew in charge of a car other than a 
REGULAR PASSENGER car must apply for and 
receive orders from Despatcher or other proper 
official in manner prescribed in Rule No. 11, before 
running car onto single track, unless running under © 
section (d) of this rule. 


13. Red Tail Lamps 
On lines on which red tail lamps are. used, 
the Conductor, or the employee in charge of the rear 
end of the car must make certain that such lamp is on 


his car and must also make certain that the lamp is 


lighted and kept lighted between the hours of‘ sunset 
and sunrise. 

These lamps are to be carried in the socket on 
the rear right hand corner of the car. 


14. Accidents 
PRECAUTIONARY RULES—PERSONS 
(a) Safety. The safety of passengers is the first 
consideration. ‘All employes are required to exer- 
cise constant care to prevent injury to persons or 
property, and in all cases of doubt take the safe 
course. 


(b) Passing Schools. When passing schools or 
other places where children are playing in the street, 
operate car very cautiously. Never permit children 
to play in or about the car. 


(c) Passengers Boarding or Leaving Cars. ‘Am- 


ple opportunity must be given passengers, infirm or — 
otherwise, to board and leave car with safety. f 
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(d) Warning to Passengers. Conductors and 
Motormen must endeavor to keep people from jump- 
ing on or off cars while in motion. 

If passengers attempt to get on or off car while 
it is in motion, notify them to wait until the car 
stops. If passengers are leaving car while another 
car is approaching from the opposite direction notify 
them to look out for the car on the other track. 

Always make certain that the running board is 
down before raising the guard rails on cars equipped 
with folding running boards. 


(e) Persons Between Cars. Never allow per- 
sons to stand between passing cars. 


(f) Prohibited Places. Do not permit anyone to 
ride or stand outside of dash rail, on bumpers, fen- 
ders or roof of car or on the running board or steps 
of open cars. 

Passengers must not be allowed to ride in the 
front vestibule, except officials, inspectors, starters 
and chief motormen, and they shall ride there only 
when necessary. 


(g) Trackmen. When trackmen, or other work- 
men, are at work on or near track, run very 
slowly, ringing gong while passing them, and stop 
if necessary, not proceeding until allowed to do so 
by track foreman. 


(h) Linemen. When any linemen are at work 
on line, run very slowly, stop if necessary, and do not 
proceed until allowed to do so by line foreman. If 
tower wagon is on track, stop far enough from it 
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to allow it plenty of room to turn out from the 
track. 


| (1) Precautionary Flags and Lights. When, 
on account of curvature of the track or on 
account of fog or snow or for any other rea-- 
| son, foremen or others consider it necessary to 
protect conditions, a yellow flag will be used by day 
to designate that approaching cars must come to a 
full stop and then proceed under control until the 
| way is clear, and a red flag ‘by day and red light by 
night to designate that approaching cars must come 
to a stop and not proceed until flag or light has been 
taken in by party placing same. If, after the lapse 
of five minutes, party placing red flag or red light 
does not remove same, Conductor must go forward 
on foot and ascertain the cause of the delay. 


Yellow flags shall be placed alongside of track on 
right hand side of approaching cars at least five 
hundred (500) feet distant from the point to be 
protected, and red flags and red lights in center of 
track at least 500 feet distant from the point to be 
protected. Flags and lights are to be placed in plain 
view of Motorman and so that there shall be a 
further clear view of at least five hundred (500) 
feet in the direction of approaching cars. 


On single track and if necessary, protection must 
‘ be afforded from both directions. 


PRECAUTIONARY 'RULES—PROPERTY 


(j) Fire Apparatus, Patrols and Ambulances. 
When any fire apparatus or motor driven ambu- 
lance is observed or heard approaching (from any 
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direction) cars must be stopped until such apparatus 
has \passed. ‘Cars must never stop in front of a 
fire or emergency station and before passing fire sta- 
tions or cross streets where ‘ire apparatus might 
appear, car must ‘be under full control. 


(k) Horse Drawn Ambulances must be allowed 
the right of way, and when approaching or passing, 
cars must be kept under controi to avoid collision. 


(1) Emergency Wagon, Tower Car, and Wreck- 
ing Car to Have Right of Way. The emergency 
wagon is to have the right of way at all times when 
going to a break, and Conductors and Motormen 
must be careful and see that they are not blocked 
by cars. 


(m)! The emergency car and wrecking car are 
always to have the right of way when answering a 
“hurry call,” and whenever the Motorman on either 
of these cars rings his gong repeatedly, crews on all 
other cars must do whatever may be necessary to 
give them the right of way. 


(n) Use a crossover wherever possible to allow 
either the emergency car or wrecking car to pass. 


(0) Employees will be held responsible for any 
damage caused by their neglect or carelessness or by 
the disobedience of the rules. 


Conductors and Motormen must not place broom 
handles, switch ‘bars, coats or anything of the kind 
between the spokes of brake wheels nor tie the 
trolley rope to hand brake. 
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Brake wheels and handles must be kept free so 
that crews may make prompt use of hand brakes in 
emergency. 


RULES WHEN ACCIDENTS OCCUR 


(p) Telephone Information. In case of accident 
involving personal injury or serious damage to 
property, also in cases of blockades, ‘Conductors 
must telephone at once to headquarters for orders, 
giving notice and particulars of accident or blockade. 


In the event of any of the car equipment, brakes, 
reverse, etc., being out of order at time of an acci- 
dent, Conductor must notify office immediately re- 
garding this, also Motorman must inform Conductor 
immediately after accident if any claim is to be made 
of defects in the car equipment. 


(q) Reports and Statements. Full and complete 
reports of every accident, however slight, to persons 
or property, occurring on or near the car, must be 
made out by both Motorman and Conductor on regu- 
lar accident reports, fully complying with instructions 
thereon. These reports, accompanied by statement 
giving full description of accident, together with 
the names and addresses of witnesses, must be 
brought in to headquarters as soon as possible after 
being relieved. 


Do not assume that passengers on cars or by- 
standers have not seen the accident. Obtain all 
names and addresses possible. Either member of a 
crew having knowledge of an accident must notify 
the other of such accident. 
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‘The license numbers of automobiles concerned in 
an accident, or in the near vicinity of point of acci- 
dent, must be included in accident report. 


If two cars are concerned in an accident, both 
Conductors and both Motormen must make out re- 
ports and statements. 

Accidents to employees must be reported the same 
as accidents to passengers. 

All ejectments, disputes, derailments, meeting be- 
tween turnouts, split switches, killing of animals, 
ete., which occur on or near the car must be reported 
as accidents. 

Never assume that anyone to whom an accident 
has happened is uninjured. Report must be turned 
in regardless of any statement made. 


(r) Render Assistance. In case of accident, how- 
ever slight, to persons or property in connection with 
or near the car, Motorman and Conductor will ren- 
der all assistance practicable. In no case leave in- 
jured persons without first having seen that they are 
cared for. ‘ 

(s) Medical Attendance. In ‘rendering assistance, 
Conductors will leave the car, if necessary, to call 
medical aid, 

Such medical attendance must not be engaged for 
more than the first visit. 

(t) Communicating With Persons Having Knowl- 
edge of Accidents. Employees must not at any time 
visit Or communicate with any party other than a 
fellow-employee having knowledge of an accident 
unless instructed to da so by the proper officer of 
the Company, 
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(u) Fatal Accidents. In the event of a fatal 
accident it will not be necessary, with the exception 


_stated below, to block the line awaiting the arrival 


of the Coroner or any other official, ‘but remove the 


body to one side, if there is a reasonable place to 


leave the same with someone in charge, taking the 
names of the witnesses as to the conditions before 
the body is disturbed. If it is not a fit place to leave 
the body, take thé same to some suitable place 
within the same Town. However, in the event of 
a head-on collision or serious wreck, do not move 
body or bodies, or the cars involved, until the Medi- 
cal Examiner has made an examination or orders 
have been received from the Superintendent. 


15. Duties in Case of 


(a) Dangerous Property Conditions. In case of 
dangerous conditions, either of the Company’s prop- 
erty or that of others, the first employee discovering 
same must arrange to protect the danger point, and 
then notify the proper officials of the character and 
location of the trouble. He must never leave such 
danger point unprotected. 


In case of a broken trolley wire Conductors and 
Motormen must do everything posstble to remove 
same from rail. This can be done with safety by 
using a dry broom, stick or board. 


If the wire is in such a position as to be dangerous 
to travelers on the highway, it must not be left un- 
guarded. The Motorman must guard it while the 
Conductor telephones Despatcher or office. 
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(b) Loss of Power. In all. cases where there is 
a failure of power on the line (whether day or 
night), Conductor will throw in the lamp circuit. 
When the lamps show the current is on, start the car. 
Cars ‘bound toward central points start immediately ; 
cars bound away from such points wait thirty sec- 
onds before starting. If failure continues, notify 
the office and see that approaching cars or swiftly 
moving vehicles are seasonably warned to prevent 
collision. 


Cars must not coast at night during loss of power. 


(c) Disabled Cars. Should a car become totally 
disabled while in service, Conductor must telephone 
at once to proper officials for instructions. 


Passengers having paid fare should be transferred 
to the next car going in the same direction and the 
fact noted on day card. 


The Conductor or Motorman of any disabled car 
must remain with car until relieved by proper:author- 
ity or until car reaches car house. 


Crippled cars should be towed whenever possible, 
not pushed. In all cases when pushing a car, run 
very slowly and with special care. The Motorman 
of the crippled car in such case shall stand on its 
front platform sounding his gong and keeping one 
hand on the bell rope ready to signal Motorman of 
rear car to stop. 

In daylight, trolley must be pulled down and fas- 
tened at the rear of crippled car being pushed. At 
night, pole must be left on the wire and car lighted, 
but overhead switch must be cut out. 


18 


When a car is towed, either Conductor or Motor- 
man must remain on same to operate brakes. 


If controller becomes disabled when car is in 
motion, Motorman must throw out overhead switch 
or circuit breaker, and, if necessary, give signal fot 
rear brake. 


Should car become electrically charged, care must 
be taken to prevent passengers from taking hold of 
metallic parts. "The office must be notified at once. 


(d) Derailed Cars. In all cases of car leaving 
track, ‘Conductor will at once telephone the office as 
to conditions, then assist Motorman in an effort to 
replace car. 


In all cases when car is derailed so that passengers 
are liable to be jolted or thrown while car is being 
replaced, politely ask them to leave car until it is 
replaced. 

If the car is derailed or otherwise stalled, so there 
is a chance for collision with an approaching car, 
Conductor and Motorman will go in opposite direc- 
tions, if necessary, at least ten poles (1000 feet) and 
signal approaching car to stop. 


In case of electrical disturbance due to controller 
blowout, or any other cause, notify passengers at 
once to keep their seats and prevent them from leav- 
ing car while in motion. If the car is an open car, do 
not start the car until all passengers have been re- 
quested to leave the front seat of the car, and seats 
or space found for them elsewhere. 


(e) Stalled Cars—Passengers. In case car is 
disabled or stalled at a point on the system where 
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prompt communication ‘for instructions cannot be 
had, Conductor and Motorman will consider it their 
first duty to provide for the safety and comfort of 
the passengers. Information should then be con- 
veyed as quickly as possible to the nearest point 
available for assistance. 


Conductors must take proper precautions to pro- 
tect stalled cars from head-on or rear-end collisions 
by day or night. 

In the event of a passenger losing any property 
from a moving car, the car should be brought to a 
stop upon request of a passenger, and allow him to 
recover his property, provided he does so promptly. 
Such stops, except at regular stopping points, must 
not be made without leaving an unobstructed view 
to the rear of at least six pole spaces (600 feet). 


In the event of any of the Company’s property 
being lost from a moving car, for instance, tail light, 
flag, etc., car must not be stopped, except at regu- 
lar stopping point, until an unobstructed view of six 
pole spaces (600 feet) to the rear is secured. 


_ In no case must a car be run back to recover lost 
property. 


(f) Turning Back Cars. Motormen and Conduc- 
tors on receiving orders to turn back before reaching 
end of run must take off signs before passengers 
board car, and also make note on back of Auditor’s 
report under the head of “Remarks” of all delay. 


(g) Street and Other Lights, Lights maintained 
by the Company in the public streets or waiting- 
room shelters must be turned on one-half hour after 
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sunset and turned off by the Conductor of last car 
leaving location of lights. Conductors must tele- 
phone office, if possible, or report to first official they 
meet, failure of these lights to burn, and include 
same on defect cards. 

Conductors and Motormen will be expected to see 
that car lights and headlights are turned on as soon 
as necessary and are left lighted as long as is 
necessary. 


16. Information as to Accidents 


No employee shall, under any circumstances, give 
any information whatever concerning any accident, 
of any kind, to any person except to a properly 
authorized representative of the Company or as a 
proper official of the Company may direct. 


17. Crossing at Grade 
STEAM RAILROAD. 

(a) Cars to Stop. Trains, cars and engines on 
any steam railroad track which the tracks of this 
Company cross, have the right of way at such cross- 
ings. Each car of this Company approaching a 
steam railroad crossing at grade must come to a full 
stop at least thirty (30) feet and not more than one 
hundred (100) feet from the nearest rail of the 
steam railroad. Motorman will not proceed until 
Conductor has gone ahead to the centre of the cross- 
ing, looked both ways and given the “Come Ahead” 
signal. Before starting, the Motorman will look 
back to see that no passengers are getting on or off, 
then pull bell cord, ringing rear signal bell twice, 
give two taps of his gong, and in no case proceed 
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even after Conductor's signal, until he has also ex- 
amined crossing and satisfied himself that no cars, 
trains or engines are approaching on the steam track. 


(b) Conductor in Advance. When there is more | 
than one steam track, Conductor must remain in 
advance of the car until last track is reached and in 
full view of the right hand rear entrance of his car. 
Conductor shall board car at rear. end. 


(c) Stopping on Crossing. Under no circum- 
stances must a car or any part of a car be stopped 
on a steam railroad track. 


(d) Passing on Crossing. Cars must not pass on 
railroad crossings. 


4 7 
(e) Other Cases. If crossing is protected by de- 
rail, interlocking plant or flagman, special bulletins 
may be issued to govern. 


(f) Car Stalled. If car is stalled on crossing, 
crew must notify passengers to leave car immediately, 
Conductor and Motorman must then proceed on the 
steam road track in opposite directions a distance of 
thirteen poles (1300 feet), stopping trains by signal, 
using red flags during the hours of daylight and red 
lanterns at night. Flags and lanterns will be found 
in box at railroad crossing. After car is protected 
notify the office. 


(g) Cars Stop, Before crossing a street railway 
track at grade each car must be brought to a full 
stop at least thirty (30) feet and not more than one 
hundred (100) feet from the intersecting track and 
Motorman must look both ways for approaching cars 
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before proceeding. Special bulletins will be issued 
as to right of way at such points. 


18. Drawbridges 
Stop at drawbridges, not less than 150 feet and 
not more than 200 feet from drawspan. 
‘Stop signs are placed on each side of the draw- 
span of all drawbridges. 
All cars must come to a full stop at drawbridges, 


- then if draw is closed Motorman will signal Con- 


ductor by foot-gong; after Conductor has also seen 
that draw is closed he will give Motorman the bell 
to start. 

If the draw ig open, cars must remain at the stop 
sign until bridge has been closed and_ securely 
fastened. 


19. Bell and Gong Signals 

(a) Bell Signals from Conductor to Motorman. 

(To be given on Motorman’s signal bell.) 

1 Bell—Stop at next stopping point.” 

2: Bells—“Go ahead.” 

3 Bells—“Stop immediately.” 

4 'Bells—(Given when car is standing.) “Back 
car slowly.” 

(b) Bell Signals from Motorman to Conductor. 

(To be given on Conductor's signal bell.) 

1 Bell—“Come forward.” 

2 Bells—“Watch the trolley” and Danger signal to 
Conductor. 

2 Bells—At Steam R. R. Crossing—Warning to 
passengers that car is about to start. | 
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3 Bells—“Set rear brake instantly.” 


4 Bells—Signal to ‘Conductor that Motorman > 


wishes to back the car. 
5 Bells—Warning—‘“Pull trolley down to roof.” 


(c) Signals on Motorman’s Gong. 


1 Tap—Answer to Conductor’s “stop” signal, 

2 Taps—Answer to Conductor’s “go ahead” signal, 
or notice that Motorman is ready to proceed. If 
unable to proceed immediately upon receipt of the 
signal, Motorman will wait for another “go ahead” 
signal before starting. 

4 Taps—Answer to Conductor's “back” signal and 
notice that Motorman is going to back car slowly. 





Several loud taps on the gong when Cake 1S in 
motion is warning to Conductor and running board 
passengers that car is going to pass obstacle danger- 
ously near the track. 


(d) Starting. Motorman must never start car 
(whether stopped on signal or for any other reason) 
except on proper signal from Conductor. 

Conductor must never signal Motorman to start 
car unless he is in a position to know that no one is 
boarding or leaving car. 

(e) Mufted Bells. Signal- bells must not be 
clogged or their action hindered in any manner. 


(f) Signal to Back Car. Conductor must never 
give the signal to back the car unless he is on the 
rear platform and knows track is clear behind car. 


24 





20. Defects 


Reporting Defects and Defect Cards. Conductors 
and Motormen must report to the proper officers any 
defects in cars, track or overhead line which require 
immediate attention. In case of a defect which is 
dangerous or likely to interrupt the service, conduc- 
tors must telephone to the office at ‘once. 


Conductors. must supply themselves with defect 
cards, which may be obtained at the office or car 
house, and one signed by both Motorman and Con- 
ductor will be required from each crew running a 
car into the barn. The Conductor of the crew taking 
a car from the barn or other storage point is to 
obtain a defect card from the Starter or in such 
manner as shall be designated by the local Superin- 
tendent and fill same out, indicating thereon any 
defects that may come to his notice or that of his 
Motorman, each signing the cards on one side and 
depositing in the place designated for the receipt of. 
such defect cards when running car into the barn. 
If the crew taking the car from the barn is relieved 
by another crew, the Conductor being relieved shall 
turn over such defect card, duly signed as above, 
to the Conductor relieving him, who shall note all 
defects that may come to the attention of himself or 
his Motorman on the other side of the card, sign 
same in the space provided and deposit it at the 
point designated for the receipt of such cards, when 
the car is run into the barn. 


If no defects are noted, the card is to ‘be marked 
O.K., signed and turned in. 


25 





21. Starting Cars After Blockade 


In case of a blockade, cars must be started singly 
and not until car ahead has moved at least one hun- 
dred (100) feet. 


22. Freight and Work Trains 


Cars hauling loaded trailers must not immediately 
precede passenger cars up grades, but shall arrange 
to follow same where practicable. This is to prevent 
accident in case_coupling between motor car and 
trailer should fail or in case motor car should lose 
power and brakes fail to hold. 

Safety chains between motor car and trailer car 
are to be hooked up when cars are in service. 

Freight or work trains consisting of motor car and 
trailer car shall be made up so that the brake staff 
shall be on the rear end of the trailer car. This is 
to prevent serious injury in case brakeman should 
fall off. 

‘Trailer cars must not be pushed by motor if it fs 
practicable to switch motor car around the train to 
the head end in the changed direction of movement. 

When boys are employed to care for trolley they 
must ride on the motor car. 

Passenger cars are to have the right of way over 
express, freight and work cars and work trains 
unless such cars or trains can keep out of the way of 


passenger cars. 
2 


23. Operating of Snow Plows 


Motorman runs plow, attends to nose or share and 
directs as to diggers, wings, leveller, sanding, caring 
for frightened horses, etc. 
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Helper stands beside him attending to diggers, one 
wing and sanding. 

Trolleyman attends to trolley, one wing, leveller 
and sanding; also to frightened horses, at Motor- 
man’s request. 


_ Care must be taken to raise wings or leveller so as 
not to strike teams or other obstructions. 


Plows are run to keep the track clear, and crews 
are exipected to perform any necessary work to 
accomplish this. 


Plowmen must keep diggers, share or nose, and 
wings down at all times except when passing obstruc- 
tions, curves, guard rails or special work. They must 
endeavor to scrape the street down to -the surface 
between the tracks, between the rails, and as far as 
possible to the extent of the wings, leaving as small 
a ridge as possible. Plows should be kept moving 
so as not to get stalled, and if unable to make head- 
way upon the first attempt, should back up, then, with 
everything down, buck the snow again under full 
headway. At times it may be necessary to first try 
with all the appliances, but later with nose or share 
and diggers up, and afterwards repeat with all down. 

Plow crews should familiarize themselves with bad 
spots so as to avoid same at night. Matorman must 
sed that wings will clear passing plows or cars. 

Salt and sand will be used according to instruc- 
tions of Superintendent. On the first trip all special 
work, crossings, curves, grades and other trouble- 
some points should be properly cared for. 

If plow is disabled or permanently stalled, notify 
headquarters as quickly as possible. 
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24. Housing Cars 


Conductors and Motormen will see that doors on 
proper tracks are open so that cars will not strike 
them while going in or out of the car house. 

‘Conductors must turn off heat and light switches, 
and remove trolley from wire. The heat is to be 
turned off 15 minutes before running car into the car 
house. 

Motormen will throw off overhead switch, remove 
controller and reverse handles, and set hand brake. 
(On air brake cars, release the air before setting 
hand brake.) 


25. Turning Seat Backs 


Crew when turning seat backs must be careful 
to let them down so as to make the least possible 
noise. 

26. Cleanliness of Car 


Conductors and Motormen must keep their cars 


clean and tidy at all times, sanding platforms and 


steps when necessary. During snowstorms and 
other times when persons are constantly tracking 
snow on to car steps and platforms, special care 
should be used to frequently sweep the same and 
keep them sanded. 


27. Instructing New Men 


Conductors and Motormen instructing new men 
must pay strict attention to the duties of their posi- 
tions, and will be held responsible in case student 
has an avoidable accident. When breaking in a new 
man, they will give him full information as to the 
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duties of the position, and be sure that he thoroughly 
understands same and is competent to fill such posi- 
tion before approving his Qualification Card.” 


28. Unnecessary Conversation 


Motormen while operating cars are permitted to 
answer questions of superior officers and to give 
proper instructions to Motormen breaking in only, 
Other conversation, unless absolutely necessary, is 
forbidden while car is in motion. : 

Conductors must refrain from unnecessary conver- 
sation with passengers or employees while on duty. 


29. Time Tables 


Tables showing running time and time to be con- 
sumed between points will be issued by special orders 
and posted at the car houses. The time therein must 
not be exceeded or lessened at any time, day or night, 
unless special orders are given by an official of the 
Company. 


30. U. S. Mail 


Conductors and Motormen will be held equally re- 
sponsible for the safe delivery of mails. 


81. Imparting Information 


Information regarding the Company’s affairs must 
not be given to anyone except the proper officials. 


32. Disputes 


Disputes and quarrels between employees while on 
duty or on the Company’s premises are forbidden. 
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33. Employees as Passengers 


Employees mttst not occupy seats in either open 
or closed ‘cars when passengers paying regular fare 
ar: standing. They must not ride in the front vesti- 
bule of closed cars, or crowd the rear platform so as 
to interfere with passengers getting on or off. 

Conductors and Motormen when riding on open 
cars must not ride on the front seat or platform. 


34. Whistle Signals Motorman to Rear Brakeman 
When Hauling a Trailer 


One short blast—Stop. Apply brakes. 

Two short blasts—Release brakes. 

Four short blasts—Signal that Motorman desires 
to back cars, but cars must not be backed until rear 
brakeman answers by swinging his hand vertically in 
a circle, : 

35. Assignments 


Employees are forbidden to make assignment of 
their wages to outside parties under any circum- 
stances. Violation of this rule will be considered 
sufficient cause for dismissal from the service. 

36. Non-Payment of Debts 

Habitual non-payment of debts incurred by em- 
ployees of this Company will be considered sufficient 
cause for discharge. 

37. Employees Leaving Service 


Employees when leaving the service must return 
to the Company all of its property, with which they 
have been intrusted, before receiving their final pay, 
which they will receipt for. In default of such re- 
turn they will be charged for such articles. 
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RULES FOR CONDUCTORS 


Gait: 
Position 


Conductors must be on the rear platform of their 
cars when their duties do not require them else- 
where, and when car is about to come to a stop, 
Conductors on closed cars shall stand near the door- 
way with hand on grab handle so as to prevent pas- 
sengers from getting off car before it comes to a full 
stop. 


Gro. 
Announcements 


Announce distinctly the names of streets, public 
places, transfer points or other stops sufficiently in 
advance to prevent carrying passengers past their 
destinations. 

When cars are run “Express” on all or certain 
trips, Conductors must on such trips announce dis- 
tinctly to all passengers who board car between points 
that car runs “Express,” “This car runs ‘Express’ 
to —————,,” naming proper point. 


Crs 
Handling Passengers 


(a) Platform Clear. Conductor must keep the 
rear platform and steps clear of passengers when- 
ever there is room inside. 
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(b) “Wait Until Car Stops.’ When passengers 
undertake to board or leave car while it is in motion, 
Conductor will announce distinctly, “Wait until car 
stops, please.” 


(c) “Fares, Please.’ When collecting fares, 'Con- 
ductor will announce continually, “Fares, please.” 


(d) “Move Forward’ When passengers are 
standing, and it is desired to have them move for- 
ward, announce, “Move forward, please.” 


Conductors will provide seats for passengers as far 
as possible. 


(e) Non-Paying Passengers. Non-paying  chil- 
dren will not ‘be permitted to occupy seats needed for 
paying passengers. 


(f) Assist Passengers. Conductors must assist 
elderly or infirm passengers and children on or off 
cars, and after dark must not take the trolley off 
the wire at terminal points until passengers have left. 
On single truck cars, after dark, trolley must not be 
changed while passengers are boarding or leaving car. 
On double truck cars, Conductor must not remove 
trolley pole from the wire until after the Motorman 
has placed trolley on other end of car on the wire. 
Conductor must then immediately (pull ow the 
trolley pole on his end of the car. 


When car stops on a curve for a passenger to 
alight, before giving the starting signal be sure that 
he, or she, is a safe distance from the track so that 
the overhang of the car will not, in rounding the 
curve, hit such person. 
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Before leaving the end of the line, look carefully 
to see if there is anyone aprpoaching who wishes to 
board the car, 


(g) Rear Platform at Terminals. Always be on 
the rear platform when leaving terminals and trans- 
fer points. 


C. 4 
Collection and Registration of Fares 


The following instructions apply :— 


(a) Fare Collection. Collection of ‘fares must 
start promptly after leaving terminus or fare limit, 
or upon passengers boarding car, and for but one fare 
zone at a time and should commence at forward end 
of car, except on a crowded closed car or where pas- 
sengers are liable to leave before all fares can be 
collected, when collection shoud begin at rear end of 
the car. 


All passengers are to be registered, whether paying 
cash or ticket, except— 


Transfer Passengers. 


Members of the Public Utilities Commission of the 
State of Connecticut, the Secretary and the Chief 
Engineer and Inspector of the Commission when 
riding on pass cards. 


The United States Post Office Inspector, upon 
presentation of his certificate of appointment on cars 
carrying U. S. mail. 


Inspectors, Starters, Conductors and Motormen, 
when on duty and in full uniform. 
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Conductors and Motormen riding on pass cards, as 
provided for in Section (1). 


Track Greasers on duty with badge in plain sight, 
number of badge to be entered on back of day card. 


Regular Policemen and Firemen in full uniform, 
if so ordered. 


(b) Register Fare in Passenger’s Presence. Fares 
must be rung up promptly, carefully and distinctly 
in the presence of the passenger collected from. (If 
ticket, is must be cancelled in passenger’s presence. ) 
Fares must be rung up as collected, and not “bunch- 
ed.” Fares must also be registered before making 
change. 

Free Pass Books. When free pass books are pre- 
sented for fare, ‘Conductor will take book, detach 
ticket, register, then punch same. If any book is 
presented ‘by other than the party whose name is on 
the book, Conductor will take up and turn it in to 
Superintendent’s office. ‘Such tickets must not be 
accepted unless book is presented. 


(c) Registers. Conductor must see that register 
is securely fastened when starting car, and always 
locked when putting up car. In case register gets 
out of order, report same to headquarters as ‘soon as, 
possible, stop using it, and make memorandum of fact 
on your day card and on a “Defect Candy 

After register is repaired or replaced, Conductor 
must register all fares not previously registered. 

Register must be turned to zero at end of each half 
trip, at fare limits, and before running car into the 
barn. 
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(d) Mistakes in Registration. If, by mistake, 
fares are registered in excess of the number intended, 
rectify same by returning to proper persons, taking 
name, the requisite amount of cash, noting this on 
the day card, and not by omitting to register fares 
collected from others. 


(e) Change. Conductor shall provide himself 
with sufficient change to meet all reasonable require- 
‘ments while on duty. 


Conductor will be careful in making change, and 
for his own protection ‘should state in each case the 
amount received and the amount of change returned. 
Always return as unobjectionable change as possible. 


(f) Counterfeit Money. By special notice from 
the Treasury Department at Washington, D. C., the 
Company is forbidden to return counterfeit or muti- 
lated money to Conductors, but is directed to deliver 
to the proper government officials all counterfeit 
coin, and to sell all purchased or otherwise mutilated 
coin at its bullion price. Hence the Company must 
“hold Conductors responsible for all such coin they 
turn in at the office. 


(g) Care in Collection. On open cars Conduc- 
tors, to avoid accident, will collect fares on side away 
from double track; on single track, on side away 
from poles. 


(h) Conductors must not cut out numbers on 
transfers or tickets so as to prevent their identi- 
fication. 


(14) Conductors and Motormen Riding on Pass 
Cards when Off Duty. Conductors and Motormen 
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off duty, when riding on their pass cards, must pre- 
sent same to the Conductor in charge of the car in 
which they are riding, who must take the number of 


“the pass card, and place the number of the card 


and trip on which it was accepted for passage on the 
back of his Auditor’s report, but such passenger must 
not be registered. 


(j) Children. Not more than three (3) children 
five years of age or under, when accompanied by a 
passenger paying full fare, will be carried free. Such 
children, however, should not be allowed to occupy 
seats to the exclusion of fare-paying passengers. 


(k) Dogs. ‘The regular cash fare, either cash or 
ticket, is to ‘be collected for each dog (except lap 
dogs) carried on the cars, the same as for a passenger 
and transfers are to be issued when requested. ‘Such 
fares are to be entered in a column provided for that 
urpose on day card. 

On closed cars, dogs must be firmly secured by 
leash in the front vestibule at a safe distance from 
the Motorman. 

On open cars, dogs will be carried only in aisle of 
five rear seats. | 

No charge will be made for small dogs or pets car- 
ried on the owner’s lap. 


Gis 
Transfers and Tickets 


Special instructions will be issued from time to 
time regarding issuance of transfers. 

In collecting transfers, see that the’ time on same 
is correct. In case a passenger presents a late or 
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wrongly punched transfer, the Conductor should in- 


form such passenger that the transfer does not en- 


title him to ride on that car and cannot be accepted. 

Conductor must request the passenger to pay his 
fare or peaceably leave the car, stating that if the 
passenger will present a claim at the office of the 
Company it will be promptly paid if the claim is 
proven. | ! 

If the passenger refuses to pay his fare or peace- 
ably leave the car, an officer should be called to eject 
such passenger from the car or to arrest him. If no 
officer is available, the Conductor and Motorman 
should eject such passenger, using no more force 
than is necessary. 

In all cases a statement, giving the names of wit- 
nesses, must be made out concerning these matters, 
and forwarded to the Superintendent without delay. 

In case of fires, storms, blockades, etc., it is the 
desire of the Company to carry passengers to their 
destinations, and, under such circumstances, trans- 
fers, if late, are to be accepted, and a transfer on a 
transfer may be issued if necessary. Conductors will 
also accept transferred passengers without transfers 
under orders from any inspector or authorized repre- 
sentative of the Company, making report of same on 
the back of day card. 

Transfers are not to be registered. 

Conductors must punch all tickets collected. 


8 
Heating and Ventilating 
During cold and stormy, weather, Conductors must 
be careful to. keep car doors closed as much as 
possible. 
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Bulletins will be posted explaining method of regu- , 
lating heat for cars. , 

Conductors will open ventilators so as to insure a 
constant supply of fresh air, but not to create a 
draft. Rear ventilators should be opened first. Ex- 
tra ventilation should ‘be provided on warm days in 
Spring and Fall when closed cars are operated, and 
always with a loaded car. 


Cay 
Care of Trolley 


Should the trolley leave the wire, the Conductor 
must at once pull down the trolley and signal the 
Motorman to stop. After the car has stopped, re- 
place the trolley on the wire, look around and through 
the car and see if any persons are boarding or 
leaving same before giving Motorman signal to start. 
See that passengers keep their hands off the trolley 
rope. 

Trolley Catchers. Conductors are responsible for 
trolley catchers and retrievers, and must see that 
same are securely fastened in place. When changing 
ends they must see that catchers do not slip, so as to 
cause damage to glass or other parts of the car. 


Cis 
Gates, Doors, Side Bars, Seats 


On double track lines, front and rear gates, and 
doors on closed cars, must be kept closed and fas- 
tened on the left hand side of the cars. On open 
cars, side bars should be down and guard chains 
should be up on the left hand side of the cars. Seats 
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and steps of open cars must be turned and adjusted 
as noiselessly as possible. 

In changing ends at terminals on cars equipped 
with folding running boards, running boards must 
not ‘be raised until side bars are lowered and the 
side bars on the other side of car must not be raised 
until the running boards on that side of car have 
been lowered. 


C. 9 
Lights 


During noon trip, tripper Conductors must test 
lights in cars, and if they are not in proper working 
order, Conductors will report to Starter on the street 
or to the office, so that the defect may be attended to 
before dark. 


C. 10 
Smoking 


On double truck open cars, Conductors will allow 
passengers to smoke on the rear platform and five 
rear seats only. 

On single truck open cars, Conductors will allow 
passengers to smoke on the rear platform and three 
rear seats only. 

Employees must not be permitted to carry lighted 
cigars, cigarettes or pipes in the non-smoking seats 
of open cars. . 

On closed cars, smoking or ‘having in: one’s pos- 
session a lighted cigarette, cigar or pipe is prohibited 
by law, as follows: 
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“Chapter 171 of the Public Acts of the State of 
Connecticut. An Act Concerning Smoking on Street 


Gans 


“Be it enacted by the Senate and House of Repre- 
sentatives in General Assembly ‘Convened: 

“Restriction—Section 1. No person shall have a 
lighted cigarette, cigar or pipe in his possession upon 
any closed street railway passenger car. 

“Duties of Conductors—Section 2. It shall be the 
duty of the Conductor of such car to call the pro- 
visions of Section I of this act to the attention of any 
person whom he observes in violation thereof. 

“Non-A pplication. ‘Section 3. This act shall not 
apply to special cars or to compartments especially 


provided for smoking therein. 


“Penalty—Section 4. Any person who continues 
to violate the provisions of Section 1 of this act 
after he has received notice provided for in Section 
2 shall be fined not more than ten dollars. 


“Approved June 5, 1913.” 


When a Conductor observes a passenger smoking, 
or having in his possession a lighted cigarette, cigar 
or pipe, he will call his attention to the fact that he 
is violating the law and request him to comaply with 


the law. 


If a passenger continues to violate the law after 
the Conductor has called his attention to it, a police 
officer should be called at the first opportunity to 7 
make an arrest, and in such instances the ‘Conductor 
must obtain the names and addresses of witnesses 
to the fact that the passenger was violating the law; 
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that the Conductor called his attention to the law and 
that the passenger sill persisted in such violation. 


In case passenger persists in violating the law and 
no policeman is available the Conductor shall ask said 
passenger to leave car, and if he refuses, eject him in 
accordance with Rule C. 11, Section (e). 


Cra 
Obnoxious Persons and Ejectments 


(a) Intoxication. ‘Conductors must not know- 
ingly permit a noticeably drunken person to become 
a passenger upon the car, but should not eject a per- 
son because of mere intoxication after he has become 
a passenger unless disorderly, offensive or refusing 
to obey the rules of the Company. Eject according 
to Paragraph (e). 


(b) Disorderly or Obnoxious Persons. Disor- 
derly conduct, or the use of profane or obscene lan- 
guage, must not be allowed on the cars. Eject such 
persons according to Paragraph (e). 


(c) Stealing Rides. Persons caught stealing 
rides must not be pushed from the car while it is 
in motion. 


(d) Spitting. If passenger violates the law pro- 
hibiting spitting, Conductor must call his attention 
to same. If he persists in the practice, turn him over 
to the first police officer met, first notifying head- 

uarters to have officer ready when car arrives. 


(e) Ejectment. ‘If necessary to eject a person 
from the car, Conductor must endeavor to have two 
or more reputable witnesses to sustain him, and 
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proceed in the following manner: 1—Bring the car 
to a stop at a regular stopping place, and at a point 
where passenger ejected will not be exposed to dan- 
ger. ‘Special attention must be paid to this rule dur- 
ing ‘bad or inclement weather, or late at night. 2—lf 
passenger has paid fare, tender it back. 3—Politely - 
request passenger to leave car, stating reason, if 
demanded. 4—If passenger refuses, summon a police 
officer if one is in sight. 5—In the absence of an 
officer, eject the passenger, using no more force than 
is absolutely necessary, and send full written report 
of the case, with names of witnesses, to the Superin- 
tendent. 

Extra precaution must be taken in ejecting persons 
under the influence of liquor, as on account of their 
condition, they are frequently not able to take care of 
themselves. In case of ejectment of a person under 
the influence of liquor the crew making such eject- 
ment must stop crews running in the opposite direc- 
tion and advise them of such ejectment and where 
same was made. Crews so notifled must keep a 
sharp lookout so as to avoid the possibility of strik- 
ing the party ejected. 


G22 
Packages 
Passengers must not be allowed to carry bulky, 
dangerous, or obnoxious packages aboard cars. 


Employees must not in any way take possession 
of, or assume responsibility for, any package which 
may be ‘brought upon the car, unless so instructed at 
office. 
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Lost Articles 


Lost articles found upon the car are to be turned 
into the office without delay. Tag, obtainable at 
office, car house, or from Starters, to be attached to 
such articles. 


C. 14 
Accounts 

Conductors must keep their accounts on the day 
cards furnished in a careful, complete and accurate 
manner. They must foot them and turn them in 
with all tickets, transfers, and cash, at such times 
and places as are designated by the management. 
They will be responsible for all money and accounts 
until deposited in the safes provided, or in the Re- 
ceiving office, and must make settlement of any 
shortage before taking car. 

Short List. A Short List will be issued, showing 
overages and shortages due to errors in daily returns 
and day cards. Payments for shortage must be 
made promptly to the proper person at the office. 

Conductors running special cars where special 
car orders are issued, must turn order into Cashier’s 
office. 

‘Conductors must not show day cards, or give in- 
formation about receipts or number of passengers 
carried, except to authorized persons. 


é Chis ~ 
Decoration or Noise on Cars 
Conductors must not permit cars to be decorated 
with flags or bunting, neither must they permit pas- 
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sengers to blow horns, set off fireworks, or allow loud 
noises of any kind. 


C. 16 
Peddling 


Prohibit peddling of newspapers, etc., on cars. 


Gaz 
Advertising 


Do not allow any advertising matter on cars, ex- 
cept in racks over car windows. Signs on dashers 
for special occasions must come from office. Con- 
ductors must not allow advertising cards to be de- 
faced. 


Gis 
Disabled Motorman 


In case Motorman is disabled from any cause while 
car is in motion, Conductor must stop the car as 
promptly as possible and telephone office for in- 
structions. 
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RULES FOR MOTORMEN 


M.1 
Position 

The Motorman’s position is standing or sitting erect 
on front platform, facing front, one hand on the 
controller handle and the other on the brake handle, 
attending strictly to his duties in the safe operation of 
the car. He should not look back into his car, ex- 
cept when absolutely necessary, but should control 
same entirely by Conductor’s signals. 

Motormen must not leave the controller handle 
while car is moving to raise or lower guard rails, to 
hook up side chains or to attend to other matters. 


M. 2 
Stopping for Passengers 


Keep a careful lookout on both sides of the street 
and bring the car to a full stop for every person 
waiting at a regular stopping place, except when a 
car is overcrowded, and another car follows within 
the same block (or within 300 feet) car should not 
be stopped, but persons waiting should be told to take 
the following cars. 3 
_Cars will stop at farther corners; at car stations; 
transfer points, white poles and at points as provided 
in special orders. 

Do not stop cars so as to block cross streets, cross- 
walks, or driveways if it can be avoided. 

When running on double track and about to make 
a stop to take on or let off passengers, the Motorman 
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should signal with his left hand to the Motorman of 
the car approaching from the opposite direction, 
indicating that he is about to stop. The Motorman 
so signalled should lessen the speed of his car suffi- 
ciently to be able to stop in case people are crossing 
in front of his car from the rear of the car on the 
other track. 

Motormen must be careful when passengers are 
alighting or boarding car on front end of hand brake 
cars that passengers do not kick the brake dog, thus 
allowing the brake handle to be released and possibly 
injuring a passenger. 

At any time when a car is crowded, passengers ar 
to be permitted to leave by the front vestibule door 
within city limits, provided the car is equipped with 
door or doors on the right hand front end. 

When a passenger alights from the front platform 
when a car is on or about to enter a curve, before 
starting the car make certain that such person is a 
safe distance from the track so that ‘the overhang of 
the car will not in rounding the curve ‘hit him or her. 


M. 3 
Car Operation 


(a) Controller. In order to effect an economical 
use of power, Motorman must observe following in- 
structions:—-Move controller handle promptly on 
notches, never stopping or dragging between points. 
Run only on the long notches, being careful not to 
skip points or run on the short notches. 

In starting a car, obtain the maximum speed of 
each notch before moving to the next one. In throw- 
ing off the controller, do not hang between notches, 
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but throw the handle promptly clear off against the 
_ stop. | 

Never reverse a car while it is moving, except 
when necessary to avoid an accident. Never reverse 
with the brakes set, but shut off power, throw the 
reverse switch, release brakes and apply power for 
one or two notches. 


Do not allow current to remain on when car is 
going down grade, or when passing over section in- 
sulators. Endeavor to run car with the least amount 
of power, allowing the car to coast without the use 
of current, when it can be done without falling behind 
time. 

Section Insulators are designated by signs indicat- 
ing their locality. Motormen must throw off power 
before going under same and allow car to coast past. 

All intersections should be treated as above. 

Much power can be saved by using judgment in 
shutting off same when approaching stopping places 
and switches, so as to allow the car to coast to the 
stopping place without too vigorous use of the 
brakes. 

When power is off the car and air brakes do not 
work, emergency stop should be made as follows: 

1. Throw off hood switch. 

2. Pull back reverse lever. 

3. Throw controller handle to full power. 

Do not move handles again until car comes to a 
full stop. 

Note—When air brake refuses to work, instruc- 
tions given above should be applied IMMEDI- 
ATELY... DO “NOT. ALLOW -THE -CAR LO 


4? 











REACH A DANGEROUS SPEED by repeated at- 
tempts to make air brakes work, or by waiting for 
Conductor to put trolley on the wire. 


(b) Brakes. When brakes are set to make a 
stop, they should always be released, or nearly. so, 
just before the car comes to a standstill, except on 
grades. 

Do not allow wheels to slide. As soon as wheels 
commence to slide, brakes must be released and reset. 


On air brake cars, hand brakes must be used ta 
prove their working condition in making the stop at 
the end of each half trip, except as may be otherwise 
specified by bulletin. 

(c) Whistles and Gongs. Whistles must not be 
blown, except in emergency, within the settled por- 
tions of cities or towns. Elsewhere, when approach- 
ing street crossings or dangerous places, two long 
and two short blasts will constitute the signal. Un- 
necessary blowing of the whistle is prohibited. 

Gongs should be sounded within city limits when 
approaching curves, street crossings or other dan- 
gerous places, and as a warning to teams or pedes- 
trians. Unnecessary sounding of the gong is pro- © 
hibited. 

(d) Scrapers. Rear scrapers must always be kept 
hooked up, and front scrapers also, except when in 
use. They should be used when ice or snow is 
melting and can be thrown from rail as well as for 
falling snow; also in case of sand or other material 
on the track, which can be removed by their use. 

(e) Sand Plugs, Fender Plugs, Etc. Motormen 
must always have their sand plugs, fender plugs, bell 
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plugs and switch bars on the front or working end 
of the car. 

(f) Overhead Switches and Circuit Breakers. 
The setting or adjusting of circuit breakers must not 
be changed or interfered with by car crews. Their 
action must not be hindered in any way. 

Overhead switches must be thrown by hand, and 
not by striking handle with controller handle or 
other implement. ‘Care must be taken to throw same 
out fully, to prevent burnouts. 


(g)' Fuses. In case of fuse blowing, be sure to 
throw off the overhead switch. See that all parts of 
the blown fuse are removed and that the new fuse is 
securely fastened by screws ‘turned up hard. Never 
put in more than one fuse at a time. When putting 
in fuse on grade never leave car unless ‘Conductor is 
at front brake. Always carry extra fuses, Westing- 
house and General Electric, and see that éxtra No- 
ark fuses are on the car. Always obtain some from 
foreman at car houses. 

Noark fuses when burned out must not be put back 
in case. | 

On closed cars put them under the seat. 

On open cars put them in box under the seat. 

Motorman must not use any fuse or fuse wire on 
car except regulation fuse or fuse wire. Any other 
is liable to cause damage to the equipment and must 
not be used. 

Fuses and fuse wire can be obtained from foreman 
at car hoitses. 

(h) Air Brakes. 1. Motormen will be expected to 
watch the pressure on gauge and in the event of same 
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falling below 40 pounds, Motormen must see if air 
brake motor is running continuously without raising 
the pressure to a higher point. 

9 ff such is the case, Motorman should go to the 
rear end of car and see that post for valve handle has 
square side of post toward car body, that is, at off 
positon, If such is not the case, set the handle at 
off position. 

3. When the pressure falls below 40 pounds and 
the air brake pumps do not work. Motormen must be 
sure that air motor switches are not turned off. 

4. In case pressure rises above 75 pounds and air 
pump continues running, turn off air button until 
pressure falls to 50 pounds, then turn on and off be- 
tween above limits. 

5. Any Motormen running air brake cars must, 
when running cars into any of the car houses, be sure 
and throw cut-out switch for air pump before leaving 
the car, also to open the valve on receiving chamber. 

(i) Short Circuits. In case one of the motors in 
car becomes short circuited or grounded, cut out the 
disabled motor and run with the other motor or 
motors. 

(j) Headlights. Motormen must see that after 
dark, when the car is in operation, front headlight is 
burning brightly. Conductor must see that the head- 
light on the rear end is out, except when weather 
conditions require otherwise. 

Motorman must turn off the arc headlight when 
approaching any car or vehicle proceeding in the 
opposite direction, or person waiting to board car at 
a regular stopping point. | 
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If necessary in order to avoid an accident, Motor- 
man must bring his car to a full stop while his arc 
headlight is turned off.” 

When operating with an imperfect or dim head- 
light run car slowly and under perfect control. 


(k) Fenders. Motormen must see that, when car 
is in operation, front and back fenders are in proper 
position. 

Before taking car on to the street from car house 
or other storage point, Motorman must trip both 
fenders or wheel guards, if there is room, to astertain 
if they are working properly. If there is not room 
to trip the rear fender or wheel guard it must be 
tripped at the end of line. If fenders or wheel guards 
do not trip properly the same must be reported imme- 
diately to Starter or foreman. 


M. 4 
Curtains 
When lights inside cars are lighted, the curtains 
back of the Motorman must be drawn, but on closed 
cars the curtain in end of car body at ‘Motorman’s 
left must not be drawn. 


= M. 5 
Grades and Curves—Special Work 
(a) Grades. ‘Motormen must keep cars ‘under 
control when descending grades. 


Cars must not be stopped on steep up grades, 
where it will be difficult to start again; except to 
prevent accident. 
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When on down grades, Motormen must never 
leave car without having the Conductor on front end 
at the brake. 


(b) Curves. Motormen must not stop car on 
sharp curves, except to avoid accident. Never run 
into sharp curves without having car under full con- 
trol. Slacken speed of car when approaching curve, 
so as to enter same with brakes released, and coast 
as far as possible without current, using no more 
than series points while in the curve, unless abso- 
lutely necessary. 


(c) Switches and Special Work. Motormen 
must see that all switches are properly set before 
passing them, coming to a ‘full stop before throwing 
a switch, 

Motormen must run slowly over all special work, 
railroad and railway crossings, when possible, and 
drawbridges. Motormen must not attempt to pass 
cars on crossings. With double truck cars, be sure 
that both sets of trucks are safely over switch points 
before speeding up. 


Motormen, when approaching facing switch, should 
slacken speed to allow another car in the opposite 
direction to pass the switch, so that both cars will 
not pass the switch at the same time. This rule is 
intended to prevent a collision, in case the switch 
should ‘be thrown wrong, 


Motormen approaching an electrically operated 
track switch must never pass under operating con- 
tactor until the last pair of wheels of the car ahead 
has fully passed over the tongue of the ‘switch 
operated by this contactor. 
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All switches except those where switchmen are 
provided, or those operated by switch-throwing de- 
vices and switches on suburban lines that are locked, 
are to be turned by Motorman, if it is necessary to 
turn switch. 

Locked switches on suburban lines must be opened 
and closed by Conductor, 

In case of Conductor opening a switch, Motorman 
must look back and be sure that no persons are 
boarding or leaving car, then give two taps of foot 
gong and start ahead, so Conductor can close switch. 

Car will not proceed until after Conductor has 
closed switch, returned to rear platform and given 
proper signal to start, 

In all cases where it is necessary for Motorman 
to leave car in order to turn switch, he must see 
that the brakes are properly set so that the car can- 
not possibly move and the Motorman must also take 
the controller handle with him when he steps off the 
platform to turn the switch tongue, 

When any car, especially extra cars, work cars, 
freight cars, line cars, or any such equipment, sets a 
switch in other than the usual position, the Conduc- 
tor of such car, or the Motorman if there be no Con- 
ductor, must see that the switch is set properly for 
the regtilar passenger cars. 


M. 6 
Rights of Way 


All cars shall come to a full stop before passing 
over all track intersections and junctions. 

When two or more cars running in the same direc- 
tion are approaching a junction with or crossing of 
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another track, cars will have the right of way over 
cars on their left. Motormen will give the right of 
way to cars on their right. 

When two or more cars running in the opposite 
direction are approaching a junction or crossing 
with another track, or are approaching curves in 
which cars cannot pass, the car or cars bound to- 
wards the center of the city shall have the right of 
way. 

Exceptions, if any, to the above rules, will be 
covered by bulletins. At points at which traffic offi- 
cers of Company Starters are on duty, Motormen 
will operate under the direction of such traffic officers 
or Starters while the same are on duty. 


M. 7 
“Spinning” of Wheels 
Care must be taken to avoid “spinning” the wheels 
on slippery rail. If wheels should spin, throw off 
current and apply again gradually. 


M. 8 
Dense Fog or Blinding Storm 

During dense fog or blinding storms, Motorman 
must see that his headlight burns brightly, and keep 
his car well under control, so that at all times he 
may be able to stop within range of his vision. 
Sound gong or whistle frequently. Take no chances 
whatever. 


M. 9 
Water on Track 
When there is water on the track run the car very 
slowly, drifting without the use of power whenever 
possible. 


M. 10 
No Person to Run Car 


Motormen must not allow any person to run car, 
except persons placed there for instruction, or a 
duly authorized officer of the Company, known by 
the Motorman as such. The Conductor must not be 
allowed to run the car. A Motorman who has on 
his car, and under his charge, a man breaking in, 
must under no circumstances, allow such man _ to 
handle the car, unless he is at his side, to immediately 
take the brake and controller handles, in order to 
prevent accident. 


MEME 
Slippery Rail 

With slippery rail, whether due to frost, fog, 
leaves, or any other cause, cars should be run at such 
speed only as is consistent with safety to the pas- 
sengers, those using the streets, whether afoot or 
in vehicles, and the property of others and the Com- 
pany. 
_ In all cases when Motormen discover slippery rail 

that needs sanding, other than by regular passenger 
cars, they must notify the office at once. 


: M. 12 
Warning 


Before passing any vehicle or obstruction close to 
the track, where passengers or Conductor are liable 
to be injured while standing on the step of an open 
car, ‘Motorman must give two taps on Conductor’s 
signal bell as a warning and must bring his car to 
a full stop before passing vehicle or obstruction un- 
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less he has received “Go Ahead” signal from the 
Conductor, indicating that all is clear. 


Steps of open cars to be raised if necessary to 
avoid steps striking any obstruction. 

Do not run over any wire, sticks, stones, etc., but 
stop and remove same to a safe distance from the 
track. . 


Great care must be exercised in passing over all 
excavations, warning workmen of the approach of 
car by repeatedly sounding gong, car to be under full 
control. Where excavations are near regular 
stopping place, car should be run clear thereof before 
it is stopped. 


Care must be taken to ring gong or blow whistle 
at all curves and street crossings. On cars equipped 
with both gong and whistle, gongs will be used in 
city limits and whistles outside. 


M. 13 


Motormen, when approaching any vehicle or pedes- 
trian from the rear, must have car under control, so 
that a collision may be avoided if vehicle or pedes- 
trian should turn on to the track. 


M. 14 


Frightened Horses 


When approaching a horse that is frightened, slow 
down at once or stop, if necessary, not starting until 
the ‘Conductor has seen it safely by and given signal 
to start. ’ 
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M. 15 
Slow and Stop Signs 
Where SLOW signs are displayed, cars will not ex- 
ceed a rate of speed greater than four miles per hour. 
Where STOP signs are displayed, Motorman must 
bring car to a full stop so extreme front end of car 
will be directly under or directly opposite STOP 
sign. 
M. 16 
Distance Rules 


Except when necessary by reason of blockades in 
the congested district of the city, at ends of routes, 
and approaching turnouts, Motormen must not run 
their cars nearer the car ahead than three (3) car 
lengths, and when running at speed not nearer than 
three hundred (300) feet, or about one-half a city 
block. 


When running at speed on interurban lines, Motor- 
men will maintain a space between cars of at least 
five hundred (500) feet, or one city. block, and on all 
grades and curves will have car under control for 
an immediate stop, if necessary. 
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Rules and Regulations Governing Operation with 
Automatic Electric Signals 
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DANGER SIGNAL 

‘lf a red light and red disk are displayed (Figure 

1), STOP car before passing under overhead signal 

contactor. This red signal indicates that there is a 
car approaching in the opposite direction. 

Car must not proceed until signal changes to the 
neutral position, as shown in Figure No. 2. 
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FIGURE No. 2 
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NEUTRAL SIGNAL 


‘This is the only position of the signal giving car 
a right to pass under signal contactor, except when 
such car is following one or more cars, under Rule 
12 of the Book of Rules. 


Upon passing under the signal contactor a green 
and white disk should appear, as shown in Figures 
3 or 4. 
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PERMISSIVE SIGNAL ‘ 
Figures 3 and 4 show the PROCEED position of 
signal. 


When more than one car is entering a block the 
disks as per Figures 3 or 4 will change from one 
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FIGURE No. 4 
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PERMISSIVE SIGNAL 


side of signal box to the other. 


As each car operates the signal contactor, a white 
disk with green center should disappear on one side 
and appear and the opposite side. , 


61 j 








OPERATION WITH AUTOMATIC 
SIGNALS—HOW THEY OPERATE 


These signals consist of signal boxes having one 
red lens and three disks—one red and two white with 
green centers, operated electrically by contact with a 
trolley switch on the trolley wire. 

‘Signal boxes are placed on poles as nearly as 
possible to the ends of turnouts or double track and 
the section protected is the single track between 
the signal boxes at either end of the single track and 
is called a block. 

With this signal, when a car or cars are im 2 
block, a white disk with green center shows at the 
entrance to such block and a red light and red disk 
at the other end. 

When a red light and red disk are displayed 
(Figure ‘No. 1), they indicate that there is a car or 
cars proceeding towards the red light and red disk. 


RULES GOVERNING OPERATION 

1. On approaching a signal, the Motorman must 
bring his car to a full stop before passing under 
signal contactor. 

9. Ifa red light or red disk is displayed (Figure 
1), STOP car before passing under overhead signal 
contactor. This red signal indicates that there is a 
car approaching in the opposite direction. 

3. When signal is at the Neutral position (Figure 
2), Motorman shall give two taps on his foot gong, 
and the Conductor, having by personal observation, 
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satished himself that the signal is at the Neutral 
position, shall give the Motorman two bells to pass 
under signal contactor. If, when the trolley wheel 
passes under overhead signal contactor both the 
Motorman and the ‘Conductor see a white disk with 
green center appear, they may proceed. ‘If either 
one does not see white disk with green center appear, 
Motorman shall not proceed until both the Con- 
ductor and Motorman have been instructed to do so 
by a proper official. 

4. If a white disk with green center is displayed, 
it indicates that there is a car in the block ahead 
running in the same direction, and the Conductor 
must not give the signal to pass under the overhead 
signal contactor nor shall the Motorman pass under 
such overhead signal contactor with or without a 
signal from the Conductor, until one minute after 
the signal changes to the ‘Neutral’ position (Figure 
2), unless the car ahead is carrying a green flag or 
green light for him, as provided in Rule No. 12 of 
the General Rules for the Guidance of ‘Conductors, 
Motormen and Other Employees, pages 8 to 11, or 
unless both Conductor and Motorman have ‘been 
ordered to do so by a proper official. 


If car in the block ahead is carrying a green flag 
or green light ‘for the following car, such following 
car shall, after having come to a full stop and the 
Motorman received two bells from his Conductor, 
pass under the overhead signal contactor. If, when 
the trolley wheel strikes the overhead signal con- 
tactor .both the Motorman and Conductor see the 
white disk with green center disappear on one side 
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and AIPPHAR ON THE OTHER SIDE, the car 
may enter the block, the Motorman expecting to 
find a car in the same block running in the same 
direction. 


If either the Motorman or the Conductor does 
not see the white disk with green center disappear on 
one side and APPEAR ON THE OTHER SIDE, 
car must not proceed into the block without the 
crew receiving orders to do so. 


If the white disk with green center disappears on 
one side and DOES NOT APPEAR ON THE 
OTHER 'SIDE, car must not proceed without orders. 


5. Under no ‘circumstances except under the orders 
of a proper official shall a car enter a block when 
a white disk with green center is displayed unless 
the Motorman and Conductor of the car next ahead 
have been notified that the following car is to follow 
them through and to carry a green flag or green 
light for such following car, as provided in Rule 
No. 12 above referred to. 


6. When a car reaches a scheduled passing point 
and there is no signal displayed for the block ahead, 
the crew will report to the Despatcher for orders. 


7. At all times Motormen must look at every sig- 
nal carefully, whether turnout is a regular passing 
point or not, as there are liable to ‘be extra cars on 
the line. 3 


8. If a Motorman passes a signal improperly, or 
without having stopped and received two bells from 


‘his Conductor to proceed, the Conductor shall give 
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three bells to stop car immediately and car shall be 
run back to the other side of the contactor, and the 
Despatcher called and advised of the occurrence. 


9. DO NOT PASS UNDER OVERHEAD SIG- 
NAL CONTACTOR A SECOND TIME in either 
entering or leaving a block without orders from the 
Despatcher. “ 

If signal does not operate upon passing under 
overhead signal contactor the first time, call the 
Despatcher and proceed according to his orders. 

Pass slowly under all overhead signal contactors 
and without the use of power. 


10. Never pull down trolley pole in passing under 
overhead signal contactor when entering or leaving 
a block except as provided in Section 11 below. 


11. During a sleet storm or at any time that both 
trolley poles are used on the trolley wire at the 
same time, the ‘Conductor and Motorman must 
make certain that the same number of poles are on 
the wire when leaving a single track section or block 


.as when entering same. 


12. Never run past a mixed signal; that is, when 
both red lens or disk and white disk with green 
center are displayed. This may be caused by line ° 
trouble. Telephone for orders, reporting trouble to 
the Despatcher, 


13. ‘Never run past dead signal. This is a signal 
that will not operate and is also a danger signal. 
Telephone for orders, reporting the facts to the 
Despatcher. 
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14. In all cases where signals do not operate prop- 
erly, or if both the ‘Conductor and the Motorman 
do not see the signal operate as provided by the 
rules, they must not proceed without receiving orders 
from the proper official to do so. . 


The Conductor shall call the Despatcher ioe orders, 
as per Rule ‘No. 11 of the General Rules, page 11. 

15. When power is off the line, Motormen must 
not coast under overhead signal contactors. 

16. Both the Conductor and the Motorman in 
charge of the car shall be held equally responsible 
for the proper operation of their car when on limes 
protected by these signals. 

17. If in doubt always take the safe course—call 
the Despatcher for orders. 

18. In case any defects are noted in signal, same 
must be reported as soon as possible to the 
Despatcher. ee 
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This is to Certify 


That I have read the Rules and Regulations 
as printed, and do hereby agree to abide by the same, and to 
submit to the penalties prescribed for violation of same, and to 


return this book upon leaving the service of the Company. 
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